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The Cost of MeetingsThe Cost of Meetings

Assume for the  meeting is any Assume for the  meeting is any 
interactive time with another person interactive time with another person 
(telephone, hallway, etc.)(telephone, hallway, etc.)
A common  perspective is that on A common  perspective is that on 
average 50% of a personaverage 50% of a person’’s workday is s workday is 
wasted just due to ineffective wasted just due to ineffective 
meetings.meetings.
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WhatWhat’’s Wrong With Meetings?s Wrong With Meetings?

Too long and too manyToo long and too many
Purpose not clearPurpose not clear
DonDon’’t produce the t produce the 
intended resultsintended results
People not preparedPeople not prepared
Wasted time is not visibleWasted time is not visible
Used for information distributionUsed for information distribution
Some people dominate the meetingSome people dominate the meeting
Superiors thinking of their own efficiencySuperiors thinking of their own efficiency
No one is managing the conversationNo one is managing the conversation
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Assumptions about MeetingsAssumptions about Meetings

No preparation time is neededNo preparation time is needed
No skill needed to run meetingNo skill needed to run meeting
No focus is needed on running No focus is needed on running 
meetings bettermeetings better
Meetings are inherently inefficientMeetings are inherently inefficient
Must have meetings.Must have meetings.
Holding a meeting is a solution to Holding a meeting is a solution to 
everything.everything.
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Purpose of a MeetingPurpose of a Meeting

People thinking togetherPeople thinking together



© All rights reserved. 7

Definition of a MeetingDefinition of a Meeting
A meeting is a group of people A meeting is a group of people thinking thinking 
togethertogether to to forward the fulfillmentforward the fulfillment of of 
common commitments and accountabilities.common commitments and accountabilities.
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Conducting Effective MeetingsConducting Effective Meetings

Conversation is a meeting of minds with Conversation is a meeting of minds with 
different memories and habits. When minds different memories and habits. When minds 
meet, they don't just exchange facts: they meet, they don't just exchange facts: they 
transform them, reshape them, draw transform them, reshape them, draw 
different implications from them, engage in different implications from them, engage in 
new trains of thought. Conversation doesn't new trains of thought. Conversation doesn't 
just reshuffle the cards: it creates new just reshuffle the cards: it creates new 
cards. cards. 

---- Theodore Theodore ZeldinZeldin
President of the Oxford Muse Foundation, English President of the Oxford Muse Foundation, English 
philosopher, sociologist, historian, writer and public philosopher, sociologist, historian, writer and public 
speaker. speaker. 
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Signs People are Thinking Signs People are Thinking 
TogetherTogether

High percentage of involvementHigh percentage of involvement

New ideas New ideas 
being suggestedbeing suggested

High energyHigh energy

No make wrongNo make wrong
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Meetings as a Set of Meetings as a Set of 
ConversationsConversations

One way to look at meetings is as a set of One way to look at meetings is as a set of 
conversations.conversations.
Then a meetingThen a meeting’’s effectiveness could be said s effectiveness could be said 
to be a function of our ability to manage the to be a function of our ability to manage the 
conversations appropriate to meetings.conversations appropriate to meetings.
Conversation Manager: Job is to have the Conversation Manager: Job is to have the 
conversation accomplish its purpose.conversation accomplish its purpose.

Perceived as neutral.Perceived as neutral.
Is not involved in the content, only the process.Is not involved in the content, only the process.
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Guidelines for Good MeetingsGuidelines for Good Meetings

Operate according to the suggested Operate according to the suggested 
definition of a definition of a ““meetingmeeting””
Plan (agenda, etc.)Plan (agenda, etc.)
Service: participants as your Service: participants as your 
customerscustomers
Integrity / Time ManagementIntegrity / Time Management
Meeting RolesMeeting Roles
Manage the ConversationManage the Conversation
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Meetings in GeneralMeetings in General
Five Steps to Effective MeetingsFive Steps to Effective Meetings
1.1. Establishing a Meeting Establishing a Meeting 
2.2. Preparing for a MeetingPreparing for a Meeting
3.3. Conducting a MeetingConducting a Meeting
4.4. Improving a MeetingImproving a Meeting
5.5. FollowFollow--up after a Meetingup after a Meeting
Practical TipsPractical Tips
Software ToolsSoftware Tools

Conducting Effective Meetings  Conducting Effective Meetings  
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1. Establishing a Meeting1. Establishing a Meeting

Create Meeting PurposeCreate Meeting Purpose

Create Meeting AgendaCreate Meeting Agenda

Identify and Enroll ParticipantsIdentify and Enroll Participants

Establish LogisticsEstablish Logistics
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Create Meeting PurposeCreate Meeting Purpose

Create the Commitment that the Create the Commitment that the 
Meeting forwards.Meeting forwards.

Example of Commitment: The Story of Example of Commitment: The Story of 
the Three Stonecuttersthe Three Stonecutters
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Actions, Goals, and Actions, Goals, and 
CommitmentsCommitments

An An actionaction is a movement, something is a movement, something 
that is happening that is happening (I(I’’m cutting stones).m cutting stones).
A A goalgoal is a condition that someone is a condition that someone 
intends to be true by a specific time intends to be true by a specific time 
in the future in the future (I cut two stones/day).(I cut two stones/day).
A A commitmentcommitment is a state of being is a state of being 
emotionally impelled emotionally impelled (I(I’’m building a m building a 
cathedral).cathedral).
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Examples: Commitments that a Examples: Commitments that a 
Project Meeting Might ForwardProject Meeting Might Forward

The project is successful.The project is successful.
The report is a contribution to its readers.The report is a contribution to its readers.
Any obstacles to accomplishing the Any obstacles to accomplishing the 
projectproject’’s goals are successfully resolved.s goals are successfully resolved.
All our customers are satisfied all the All our customers are satisfied all the 
time.time.
Forward the high quality strategy of the Forward the high quality strategy of the 
company.company.
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Create Meeting PurposeCreate Meeting Purpose

1.1. Create the Commitment that the Create the Commitment that the 
Meeting forwards.Meeting forwards.

2.2. Create the Intended Results of the Create the Intended Results of the 
Meeting.Meeting.

What is it that we want different at the What is it that we want different at the 
end of this meeting that wasnend of this meeting that wasn’’t true at t true at 
the beginning of it?the beginning of it?””
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Examples: Intended Results Examples: Intended Results 
Used in a Project MeetingUsed in a Project Meeting

All actual or potential problems that were All actual or potential problems that were 
known to the participants were listed and known to the participants were listed and 
next steps established for each one to next steps established for each one to 
the satisfaction of all participants.the satisfaction of all participants.
All obstacles to delivering all the work of All obstacles to delivering all the work of 
[Project] have been identified and [Project] have been identified and 
resolved.resolved.
The group is in agreement regarding the The group is in agreement regarding the 
strategic direction to be taken.strategic direction to be taken.
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3. Determine Whether to Hold 3. Determine Whether to Hold 
the Meetingthe Meeting

Does the potential group of attendees have a Does the potential group of attendees have a 
common purpose?common purpose?
Is there a clear and shared Meeting Commitment?Is there a clear and shared Meeting Commitment?
Are there clear and shared Meeting Intended Are there clear and shared Meeting Intended 
Results? Results? 
Do the Meeting Intended Results require thinking Do the Meeting Intended Results require thinking 
together?together?
Is the cost of the meeting justified?Is the cost of the meeting justified?
Will the Meeting Leader and the participants be Will the Meeting Leader and the participants be 
adequately prepared for the meeting?adequately prepared for the meeting?
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4. Create the Meeting 4. Create the Meeting 
Measurable ResultsMeasurable Results

Meeting Measurable Results are the Meeting Measurable Results are the 
objective, objective, measurablemeasurable, visible results , visible results 
that will be used at the that will be used at the end of the end of the 
meetingmeeting as evidence that the meeting as evidence that the meeting 
was successful. was successful. 
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Examples: Measurable ResultsExamples: Measurable Results
All next steps have been recorded as All next steps have been recorded as 
actions (promises).actions (promises).
At the end of the meeting the president of At the end of the meeting the president of 
the prospect company said to our the prospect company said to our 
presenter, presenter, ““That was a great presentation.That was a great presentation.””
The group formally agreed on a strategy to The group formally agreed on a strategy to 
be followed.be followed.
A list of possibilities was generated and a A list of possibilities was generated and a 
next step established to analyze them.next step established to analyze them.
A particular decision was made.A particular decision was made.
The prospect agreed to have another The prospect agreed to have another 
meeting on a specific date.meeting on a specific date.
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1. Establishing a Meeting1. Establishing a Meeting

Create Meeting PurposeCreate Meeting Purpose

Create Meeting AgendaCreate Meeting Agenda

Identify and Enroll ParticipantsIdentify and Enroll Participants

Establish LogisticsEstablish Logistics
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Meeting Agenda GuidelinesMeeting Agenda Guidelines

Always have oneAlways have one
Establish the Meeting PurposeEstablish the Meeting Purpose
Determine time availableDetermine time available
Determine agenda items and orderDetermine agenda items and order
Establish meeting policiesEstablish meeting policies
Distribute the agenda in advanceDistribute the agenda in advance
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All logistical and 
version info at top

Meeting 
Purpose

Meeting 
Roles

RSVP 
info

Open 
meeting

Promise 
Review
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Agenda Item OrderAgenda Item Order

Ease of disposal (easiest first)Ease of disposal (easiest first)
Logical order (schedule those that Logical order (schedule those that 
must be considered first)must be considered first)
Controversy (least or most first, or Controversy (least or most first, or 
mix)mix)
Importance and UrgencyImportance and Urgency
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Importance vs. UrgencyImportance vs. Urgency
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Consent CalendarConsent Calendar

• For Low Importance Items

• All items handled with one up (or down) vote

• No discussion (can remove item on request)
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Agenda ItemAgenda Item -Title
-Elapsed Time
-Start/End Time

Intended 
Result

-Presenter
-Conversation Manager

-Preparation
-Supporting Documents
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Action 
Items 

Generated

Agenda Items 
for Next 
Meeting

End Meeting

Unassigned 
Agenda 
Items

Promises 
Not Yet 

Due
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JPL Version of AgendaJPL Version of Agenda
Purpose, 

Roles, 
Logistics Clear

Group the 
Agenda 
Topics

Recurring –
“Keep the 

Deal”
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JPL version JPL version –– p2p2
Intended 

Results for 
each Agenda 

Item

Agenda items 
distributed among 

team members

Record new 
Requests/Actions

Review other 
agendas for 

week
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Conducting Effective Meetings Conducting Effective Meetings 

Meetings in GeneralMeetings in General
Five Steps to Effective MeetingsFive Steps to Effective Meetings
1.1. Establishing a Meeting Establishing a Meeting 
2.2. Preparing for a MeetingPreparing for a Meeting
3.3. Conducting a MeetingConducting a Meeting
4.4. Improving a MeetingImproving a Meeting
5.5. FollowFollow--up after a Meetingup after a Meeting
Practical TipsPractical Tips
Software ToolsSoftware Tools
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Suggested Meeting GuidelinesSuggested Meeting Guidelines

Keep your wordKeep your word
Follow the AgendaFollow the Agenda

Stick to the topicStick to the topic
Be conciseBe concise

One person talks at a timeOne person talks at a time
Listen with an open mindListen with an open mind
Everyone is responsible for the success of Everyone is responsible for the success of 
the meetingthe meeting
All supporting materials are distributed at All supporting materials are distributed at 
least 1 week in advance of meetingleast 1 week in advance of meeting
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Meeting RolesMeeting Roles

Meeting LeaderMeeting Leader –– ““ownsowns”” meetingmeeting
Meeting Manager Meeting Manager –– manages meetingmanages meeting
Meeting Recorder Meeting Recorder –– records meetingrecords meeting
Timekeeper Timekeeper –– monitor timemonitor time
Agenda Item PresenterAgenda Item Presenter
Agenda Item Conversation ManagerAgenda Item Conversation Manager
Participant Participant –– responsible for meetingresponsible for meeting
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Beginning the MeetingBeginning the Meeting
Introductions (as appropriate)Introductions (as appropriate)
Get People Present to the MeetingGet People Present to the Meeting
Get People Present to the Meeting Get People Present to the Meeting 
PurposePurpose

Access brainAccess brain’’s creative thinking sides creative thinking side
Review Meeting Guidelines (if Review Meeting Guidelines (if 
appropriate)appropriate)
““New BusinessNew Business”” agenda item.agenda item.
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Reading How a Meeting is GoingReading How a Meeting is Going

Meetings have ebb and flow.Meetings have ebb and flow.
Need to be able to read where a Need to be able to read where a 
meeting is at any particular point in time meeting is at any particular point in time 
so can intervene as needed to fulfill the so can intervene as needed to fulfill the 
Meeting Purpose.Meeting Purpose.
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Completing a MeetingCompleting a Meeting

Conversation for Being CompleteConversation for Being Complete
Suggestions for future topicsSuggestions for future topics
Resolve Parking Lot issuesResolve Parking Lot issues
Check Measurable Results, Action ItemsCheck Measurable Results, Action Items

Conversation for Appreciation and Conversation for Appreciation and 
AcknowledgementAcknowledgement

Debrief Debrief –– What worked, etc.What worked, etc.
Thank Thank youyou’’ss

Declaration of Being CompleteDeclaration of Being Complete
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Conducting Effective Meetings Conducting Effective Meetings 

Meetings in GeneralMeetings in General
Five Steps to Effective MeetingsFive Steps to Effective Meetings
1.1. Establishing a Meeting Establishing a Meeting 
2.2. Preparing for a MeetingPreparing for a Meeting
3.3. Conducting a MeetingConducting a Meeting
4.4. Improving a MeetingImproving a Meeting
5.5. FollowFollow--up after a Meetingup after a Meeting
Practical TipsPractical Tips
Software ToolsSoftware Tools



© All rights reserved. 42

4. Improving a Meeting4. Improving a Meeting

Immediately after the meeting Immediately after the meeting –– major major 
roles debriefroles debrief
Declare the Results of the Meeting: Declare the Results of the Meeting: 

Were the intentions of the meeting realized?  Were the intentions of the meeting realized?  
What was produced?What was produced?

Analyze the Meeting ProcessAnalyze the Meeting Process
What worked? What worked? 
What didnWhat didn’’t work?t work?

Next StepsNext Steps
What are the next What are the next step(sstep(s) and who will take ) and who will take 
them?them?
Any significant information that should be Any significant information that should be 
recorded?recorded?
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5. Follow5. Follow--Up After a MeetingUp After a Meeting

Set some rules for Meeting Manager (or Set some rules for Meeting Manager (or 
assistant):assistant):

Actions distributed electronically within Actions distributed electronically within 
1 day of the meeting1 day of the meeting
Similar for minutesSimilar for minutes
Announcement of following meeting (if Announcement of following meeting (if 
recurring)recurring)

Record these steps at bottom of agenda Record these steps at bottom of agenda 
(for reminder)(for reminder)
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Meetings in GeneralMeetings in General
Five Steps to Effective MeetingsFive Steps to Effective Meetings
Practical TipsPractical Tips
Software ToolsSoftware Tools

Conducting Effective Meetings Conducting Effective Meetings 
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Interpretation for Interpretation for Recurring Recurring 
MeetingsMeetings

Consider a GroupConsider a Group’’s weekly standing meeting:s weekly standing meeting:

Meeting will change the state of the Group Meeting will change the state of the Group –– something something 
should be different at the end of the meeting than at the should be different at the end of the meeting than at the 
beginningbeginning
Meeting can also cause a state change Meeting can also cause a state change beforebefore the next the next 
meetingmeeting

Done via assigned actions, assisted by a culture of closing Done via assigned actions, assisted by a culture of closing 
actions  (relate to as actions  (relate to as ““promisepromise”” instead of instead of ““trytry””))
Some things handled better between the meetings: Some things handled better between the meetings: 

““Take it off line.Take it off line.””
Handle in smaller group and report back.Handle in smaller group and report back.

MeetingMeeting Time in between
A B C D
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Tips (1) Tips (1) -- StructureStructure
Key Features of Every Meeting:Key Features of Every Meeting:

Room / projector / etc are setup Room / projector / etc are setup priorprior to the start to the start 
of the meetingof the meeting
Hardcopies distributedHardcopies distributed
Time is managed Time is managed –– Timekeeper acts as Timekeeper acts as ““Big BenBig Ben””, , 
defers to Meeting Manager to manage the defers to Meeting Manager to manage the 
remaining time.remaining time.
Next steps are recorded as promises (what / who / Next steps are recorded as promises (what / who / 
when)  when)  -- RecorderRecorder
Meeting ends on timeMeeting ends on time

Key Follow upKey Follow up
Promises made Promises made –– are distributed quicklyare distributed quickly
Promises due Promises due –– are made visible continuously are made visible continuously 
between meetingsbetween meetings
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Tips (2) Tips (2) –– For Meeting ManagerFor Meeting Manager

Manage the meeting time firmlyManage the meeting time firmly
Be flexible, but protect the end point.  Manage to Be flexible, but protect the end point.  Manage to 
constraints constraints –– the group will be pleased!the group will be pleased!

Ask questionsAsk questions
How can we get there?How can we get there?
WhatWhat’’s missing?s missing?
What could go wrong?What could go wrong?
What are the next steps that we should capture?What are the next steps that we should capture?
Can you finish your presentation in 5 minutes?Can you finish your presentation in 5 minutes?
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Tips (3) Tips (3) –– Things to do when Things to do when 
the Meeting gets Bogged Downthe Meeting gets Bogged Down
Meeting Manager asks questions like:Meeting Manager asks questions like:

In the time remaining, what else do we need to do to achieve In the time remaining, what else do we need to do to achieve 
the Intended Result?the Intended Result?
Show of hands Show of hands -- who thinks we have we achieved the intended who thinks we have we achieved the intended 
result of this agenda topic?result of this agenda topic?

Sometimes a point simply needs acknowledgement without agreeing Sometimes a point simply needs acknowledgement without agreeing 
or disagreeing: or disagreeing: ““Got it.Got it.””
Open up conversation when itOpen up conversation when it’’s stuck:  How abouts stuck:  How about……..

How aboutHow about…….This idea?.This idea?
How aboutHow about……We try this for a few weeks and see how it goes?We try this for a few weeks and see how it goes?

Make clear requests.Make clear requests.
Will youWill you……? Opens up the possibility for a promise to act.? Opens up the possibility for a promise to act.

Manage to discrete end points Manage to discrete end points –– avoid unnecessary tangents.avoid unnecessary tangents.
Achieve the Intended Results one at a time.Achieve the Intended Results one at a time.
Use the agenda to break apart topics into manageable chunks.Use the agenda to break apart topics into manageable chunks.

DonDon’’t be afraid to ask the Meeting Recorder to capture an action.t be afraid to ask the Meeting Recorder to capture an action.
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Tips (4) Tips (4) -- Advanced Advanced 

For teams with weekly meetings:For teams with weekly meetings:
Team rules that apply to that meeting, Team rules that apply to that meeting, 
such as:such as:

Is meeting mandatory or optional?  Are alternates Is meeting mandatory or optional?  Are alternates 
permitted?permitted?
Do decisions hold even if a member is not present?Do decisions hold even if a member is not present?
Cancellation policy (e.g. Cancellation policy (e.g. ““if no agenda sent with N hours, if no agenda sent with N hours, 
the meeting is automatically cancelledthe meeting is automatically cancelled””))
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Meetings in GeneralMeetings in General
Five Steps to Effective MeetingsFive Steps to Effective Meetings
Practical TipsPractical Tips
Software ToolsSoftware Tools

Conducting Effective Meetings Conducting Effective Meetings 
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Software ToolsSoftware Tools
Used by Meeting Manager and Recorder prior Used by Meeting Manager and Recorder prior 
to, during, and after meetingto, during, and after meeting

Make the meeting more efficient and effectiveMake the meeting more efficient and effective
Serve the participants Serve the participants ––promises made visible to promises made visible to 
all partiesall parties

Three web tools used extensively:Three web tools used extensively:

Project Status 
Tool

Meeting 
Minutes Tool

Action Item 
Tool

Meeting
Agenda

Manual Entry
Read
Automatic
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Meeting Tools & BenefitsMeeting Tools & Benefits
ToolTool Description of Web Description of Web 

ToolTool
Primary BenefitPrimary Benefit

Project Project 
StatusStatus

Collection, formatting, Collection, formatting, 
automatic distribution automatic distribution 
of project statusof project status
Searchable recordsSearchable records

Big time savings for report Big time savings for report 
preparerpreparer
Group time not spent on Group time not spent on 

statusstatus
Timely distributionTimely distribution

Action ItemAction Item Online tracking system Online tracking system 
for all project actionsfor all project actions
Visible to managers and Visible to managers and 
all action item all action item 
recipientsrecipients

Integrates across all Integrates across all 
meetings on projectmeetings on project
Replaces multiple Excel listsReplaces multiple Excel lists
Reinforces accountabilityReinforces accountability

Meeting Meeting 
MinutesMinutes

Online record of Online record of 
agenda, minutes, and agenda, minutes, and 
actionsactions
Searchable recordsSearchable records

Convenient and quick Convenient and quick 
distribution of minutesdistribution of minutes
Automatically populates Automatically populates 
Action Item ToolAction Item Tool
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Project Status Tool Project Status Tool –– InputInput

Input field for brief 
status

Near Term Plans

Historical Status
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Project Status Project Status –– OutputOutput

Well-organized 
output for easy 

reading

Chron job sends 
email automatically 

each week

Result:  Big Time Savings!Result:  Big Time Savings!
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Action Item ToolAction Item Tool
More than a list in Excel!More than a list in Excel!
The JPL webThe JPL web--based tool:based tool:

Accepts actions from multiple teams and events.Accepts actions from multiple teams and events.
Integrates all actions on userIntegrates all actions on user’’s home page.s home page.
Shows manager all actions he/she assigned in Shows manager all actions he/she assigned in 
various events.various events.
Sends reminders to users.Sends reminders to users.
Produces convenient reports for meetings.Produces convenient reports for meetings.

Result: Dramatic increase in action completion Result: Dramatic increase in action completion 
(across entire project) when compared to (across entire project) when compared to 
Excel lists alone.Excel lists alone.
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Action Item Action Item –– UserUser’’s Views View

Actions from 
Different 
Meetings 

Collected for 
User

Slip count 
boosts 

closures!
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Action Item Tool Action Item Tool –– Input PageInput Page
Distributed:  

Used for 
multiple 

meetings and 
reviews

Email 
notification

Attachments 
Permitted
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Action Item Tool Action Item Tool –– ManagerManager’’s s 
PagePage Manager can 

see all those 
actions 

assigned in 
their name
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Action Item Action Item –– Output Page Output Page 
Used by Recorder in MeetingsUsed by Recorder in Meetings

AI 
No. Action Item Element Event Assignee Due Date Slip 

Count Status Done Not 
Done

2363 Make an xls list of chart 
titles and purpose of 
each for the ACDR and 
send to core team  

System 
Engineering  

Core 
Team 

Michael 
Brenner  

12/08/2008 0  Open        

1759 Do a sensitivity impact 
study on the isolator 
location on the core 
structure (and present at 
a tech telecon)  

System 
Engineering  

TFMR Michael 
Brenner  

12/09/2008 7  Open        

2359 Update the "Missed 
Rec/Del" Table and 
send to Bob for PMR.  

Management Core 
Team 

Gregory P 
Tyler  

12/11/2008 0  Closed        

2425 Confirm the contract 
release date for CGH 
and verify that the task 
is in the schedule and 
confirm with Gary B.  

MOST I&T  TFMR [Gregory P 
Tyler] 
[Jeffrey J 
Cornish] 
[Serge 
Dubovitsky] 

12/12/2008 0  Submitted       

 

Integrates actions 
from different 

forums

Scorecard for 
meeting 

attendees

Results:  Results:  
••Dramatic Increase in Timely CompletionDramatic Increase in Timely Completion
••Fosters culture of Requests/Promises/CompletionFosters culture of Requests/Promises/Completion
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Meeting Minutes Meeting Minutes –– InputInput

Record notes 
during meeting

Actions 
automatically sent 
to Action Item Tool

Create Meeting and 
Agenda
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Meeting Minutes Meeting Minutes –– OutputOutput

Decisions Made

Recorded Actions

Searchable Record 
+ Email sent to 

Participants

Result:  More follow through from meetingResult:  More follow through from meeting
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SummarySummary

Ensure people think together.Ensure people think together.
Deliver net value to the participants.Deliver net value to the participants.
Plan and be prepared.Plan and be prepared.
Operate with integrity.Operate with integrity.
Separate context and content Separate context and content 
management.management.
Manage the conversation.Manage the conversation.
Keep improving.Keep improving.
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Suggested Next StepsSuggested Next Steps

Pick one meeting you manage and Pick one meeting you manage and 
commit to improve it.commit to improve it.

Create a Meeting Purpose.Create a Meeting Purpose.
Create a Meeting Agenda (suggest use one Create a Meeting Agenda (suggest use one 
of the Meeting Templates).of the Meeting Templates).
Conduct the meeting using these Conduct the meeting using these 
principles and tips.principles and tips.
Get feedback.Get feedback.
Improve the meeting until it hums.Improve the meeting until it hums.
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For Further InformationFor Further Information

Give card to Ivan if you want:Give card to Ivan if you want:
Copy of this presentation.Copy of this presentation.
Free access to onFree access to on--line library of 23 articles line library of 23 articles 
on Conducting Effective Meetings, including on Conducting Effective Meetings, including 
a downloadable Meeting Template (includes a downloadable Meeting Template (includes 
free monthly efree monthly e--newsletter).newsletter).

Contact Gary for more information Contact Gary for more information 
about meeting software tools.about meeting software tools.
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